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Abbreviations  

ASCII American Standard Code for Information Interchange 

CSV Comma Separated Values 

SMS Short Message Service 

URL Universal Resource Locator 

    
 

Definitions  

Affiliate Company that is registered with Grapevine and has been provisioned to use one or more of 
its products or services  

Broadcast  In Outlook SMS, a broadcast is a collection of messages sent out by an Affiliate to mobile 
phone users and the responses received by an Affiliate from mobile phone users (term used 
intercƘŀƴƎŜŀōƭȅ ǿƛǘƘ άŎŀƳǇŀƛƎƴέύΦ 

Campaign  In Outlook SMS, a campaign is a collection of messages sent out by an Affiliate to mobile 
phone users and the responses received by an Affiliate from mobile phone users (term used 
ƛƴǘŜǊŎƘŀƴƎŜŀōƭȅ ǿƛǘƘ άōǊƻŀŘŎŀǎǘέύΦ  

SMSC An SMS Centre (SMSC) is responsible for handling the SMS operations of a wireless network. 
When an SMS message is sent from a mobile phone, it will reach an SMS centre first. The 
SMS centre then forwards the SMS message towards the destination. An SMS message may 
need to pass through more than one network entity (e.g. SMSC and SMS gateway) before 
reaching the destination. The main duty of an SMSC is to route SMS messages and regulate 
the process. If the recipient is unavailable (for example, when the mobile phone is switched 
off), the SMSC will store the SMS message. It will forward the SMS message when the 
recipient is available. 
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1. Introduction 

1.1. What is the purpose of this manual? 

This manual shows you how to send SMS messages to your customers using Outlook SMS in your email 
client, receive SMS replies, and view online reports and statistics about the messages you have sent. After 
reading this manual you will know how to create and send SMS campaigns using your email client, and 
monitor the response to your campaign.  
 

1.2. What is Outlook SMS? 

Many people find it easier to compile an email than type an SMS message on a small mobile phone 
keyboard. Outlook SMS is designed to be an easy-to-use application that allows two-way messaging 
between email and SMS users. It allows you to compile an email and send it to multiple mobile phone 
users as multiple SMSΩǎ. It is quick and intuitive to use. All you need to do is download the Outlook SMS 
plugin. The plugin prompts you every step of the way in setting up and writing your email. The product is 
best used to create small, manageable campaigns. For example, SMS Outlook is ideal to send multiple 
recipients invitations, reminders and notices about upcoming events.  
 
Outlook SMS also: 
 

¶ allows for replies to messages (in either direction)  

¶ can be configured to forward SMS delivery receipts to the originating email address or any other 
two addresses you choose 

¶ Ŏŀƴ ōŜ ŎƻƴŦƛƎǳǊŜŘ ǘƻ ƭƛƳƛǘ {a{Ωǎ ǘƻ мсл ŎƘŀǊŀŎǘŜǊǎ ƻǊ ǎŜƴŘ ǳǇ ǘƻ р {a{Ωǎ όтлл ŎƘŀǊŀŎǘŜǊǎύ 

¶ ƭŜǘΩǎ ȅƻǳ ƪƴƻǿ ƛƴǘƻ Ƙƻǿ Ƴŀƴȅ {a{Ωǎ ȅƻǳǊ ŜƳŀƛƭ ǿƛƭƭ ōŜ ǎǇƭƛǘ ƛŦ ȅƻǳǊ ǘȅǇŜ ƳƻǊŜ ǘƘŀƴ мсл 
characters (you can type up to 700 characters) 

¶ inserts your user name at the end of a message in order to identify yourself as the sender 
automatically 

¶ keeps a copy of your sent messages in your Sent messages folder 

¶ allows you to save a draft of your message 

¶ allows you to save replies 

¶ lets you delay the transmission of your message 
 
Important: It is recommended that no more than 30 messages are sent at a time from your email client.   
 

1.3. How does it work? 

Outlook SMS ŀǇǇŜŀǊǎ ŀǎ ŀ ōǳǘǘƻƴ ƻƴ aƛŎǊƻǎƻŦǘ hǳǘƭƻƻƪΩǎ ƳŜƴǳ ōŀǊ ŜƴŀōƭƛƴƎ ƛƴǎǘŀƴǘ {a{ ƳŜǎǎŀƎƛƴƎΦ 
Clicking the button pops up the Outlook SMS Messaging Screen. Simply compose your SMS in this screen 
and insert your recipients in the To... field. Recipients may be selected directly from your Outlook 
Address Book. 
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Figure 1 ςSending an Outlook SMS 

1.3.1. Sending an email message to SMS  

1. First Grapevine authorises your email address on our system to allow you to send SMS through 
your email system.  

2. Then Grapevine issues you with an authorisation code, which goes into the subject line of each 
email to SMS you send.  

3. You then type an email with an address of [mobilenumber]@sms.vine.co.za and your message.  
4. Outlook SMS sends this message ǘƻ ǘƘŜ ǇŜǊǎƻƴΩǎ ŎŜƭƭ ǇƘƻƴŜ ŀǎ ŀƴ {a{ ƳŜǎǎŀƎŜΦ 
5. Outlook SMS also sends you an email receipt notification. (To respond, the person just presses 

reply and enters the message.)  
6. When the recipient presses ΨǎŜƴŘΩ, the system automatically sends the message to your email 

address.  

1.3.2. Sending an SMS message to an email client 

1. ¢ƻ ǎŜƴŘ ŀƴ ŜƳŀƛƭ ŦǊƻƳ ȅƻǳǊ ƳƻōƛƭŜ ǇƘƻƴŜΣ ȅƻǳ ǘȅǇŜ ŀ ƴƻǊƳŀƭ {a{ ƳŜǎǎŀƎŜΣ ǿƛǘƘ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ 
email address first, followed by a space and then the message text.  

2. Outlook SMS receives your SMS and detects the email address at the start of the message.  
3. The system then creates an email with that address and simply adds the message text that 

appears thereafter. 
 
Note: Outlook SMS can send messages containing up to 700 characters. 
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1.4. Outlook SMS features 

Address book integration - ¦ǎŜǎ hǳǘƭƻƻƪΩǎ !ŘŘǊŜǎǎ .ƻƻƪ ǘƻ ǎŜƴŘ SMS messages.  
Message integration - {Ŝƴǘ ƳŜǎǎŀƎŜǎ ŀǊŜ ǎǘƻǊŜŘ ƛƴ hǳǘƭƻƻƪΩǎ ǎŜƴǘ ŦƻƭŘŜǊ and ǊŜǇƭƛŜǎ ŀǊŜ ǎŜƴǘ ǘƻ hǳǘƭƻƻƪΩǎ 
Inbox.  
SMS alerts - SMS enables Outlooks appointment and task alerts.  
Message drafts - Saves draft messages in Outlooks drafts folder.  
Personalised bulk SMS - Integrates with Microsoft Excel for personalised bulk SMS messaging.  
SMS concatenation - Messages can be up to 700 characters long or 5 SMSΩs.  
All SA networks supported ς SMSΩs can be sent to and received from Vodacom, MTN and CellC 
subscribers  
Integrated email and SMS client - No need to install a separate SMS tool on your desktop.  
Version support - Supports all versions of Microsoft Outlook.  
Free software upgrades - Automatically downloads and installs latest software releases for free.  
Simple to use ς Easier than writing an email in Outlook.  

 

1.5. What do you need to get started?  

To get started with Outlook SMS, you must be provisioned by Grapevine Interactive as an Affiliate. 
Grapevine will send you an email with the following user registration information: 
 

¶ The Outlook SMS application (SMSInstaller.msi) 

¶ Your authentication code 

¶ Your username and password for Outlook SMS online reporting 

¶ The email domain for email to SMS messages 

¶ The URL for Outlook SMS online reporting 

¶ The service number to which to send SMS to email messages 

¶ The location of this manual 
 
You can log in to the Outlook SMS web site using the username and password provided in the email. 
 
Note: Click on the Forgotten your password? link to request a reminder of your login details. A reminder 
will be sent to the email account you used to register with Outlook SMS.  
 
 

2. Getting started 

2.1. Installing Outlook SMS 

Before you can begin to broadcast your messages you will need to install the Outlook SMS plugin, 
SMSInstaller.msi. You will receive a copy of this plugin when you register with Grapevine as an Affiliate. 
 
To install Outlook SMS: 

1. Shut down MS Outlook. 
2. Run the installation program (SMSInstaller.msi) that you were sent when you registered with 

Grapevine. pmhh  
3. Open MS Outlook. You will see a new Outlook SMS toolbar as shown below.  
  

Note that you can drag the toolbar and anchor it on the Outlook toolbar, or you can leave it 
floating.   
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Figure 2 ςOutlook SMS toolbar 

 
SMS ςThis button opens the SMS Options dialog box where you can set message defaults. If 
you have already set these up, clicking SMS will open the Outlook Send SMS dialog box.  
SMS Options ... ς Click this button to set up your email defaults, including SMS Format, 
Reminder Alerts, Signature and Default Country Code.  
SMS Reports ς Link to the online SMS Outlook web application to view reports and statistics 
about your campaigns.  
About SMS ς Identify the version of Outlook SMS you are running.  
SMS Help ς Get Outlook SMS help.  
 

2.2. The Outlook SMS toolbar 

2.2.1. About the Outlook Send SMS dialog box 

You will use the Outlook Send SMS dialog box to compile and send your email as an SMS to multiple 
recipients.  
 

File:  Use to save your 

message in your Draft  folder 

Message Options  Use to set up 

a delivery receipt and ódonôt 

send beforeô date if required 

To...: Use to find contacts in your Outlook Address Book

Add Subject to SMS:  The 

subject will be added to the 

beginning of the SMS 

Subject:  Enter a subject to identify your message in your 

sent messages folder after youôve sent it

Check Contacts:  Use to 

validate your recipient numbers

 

Figure 3 ςOutlook Send SMS dialog box 

2.2.2. About SMS Options 

In the SMS Options dialog box, you can set message defaults. This can be done every time you send a 
new email.  
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Figure 4 ςSMS Options dialog box 

 
Reminder Alerts 
You may send alerts to one or both of the mobile phone numbers (for instance your own) you specify in 
this section, if required. You must select the Enable check box to activate this feature.  
 
Signature 
/ƭƛŎƪ ǘƘŜ ŎƘŜŎƪ ōƻȄ ǘƻ ǎŜƴŘ ŀ ǇŜǊǎƻƴŀƭƛǎŜŘ ǎƛƎƴŀǘǳǊŜ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ȅƻǳǊ ƳŜǎǎŀƎŜΣ ŜΦƎΦ Ψ.Ŝǎǘ ǊŜƎŀǊŘǎΩΣ ŀ 
web site address or landline number.  
 
SMS Format 
In this section you can limit your message to one SMS (up to 160 characters) or specify that Outlook SMS 
ǎƘƻǳƭŘ ǎǇƭƛǘ ƭƻƴƎ {a{Ωǎ ƛƴǘƻ ǎŜǇŀǊŀǘŜ ƳŜǎǎŀƎŜǎ όǳǇ ǘƻ тлл ŎƘŀǊŀŎǘŜǊǎύΦ  
 
General  

¶ Enter your Authentication code in this section. This code will have been sent to you when you 
registered as an Affiliate with Grapevine.  

¶ Enter the default Country code, which will prefix your recipient numbers.  

¶ Automatic Send and Receive will trigger MS Outlook to automatically send your message and 
look for replies as long as there is a connection open. When it does this depends on how your MS 
Outlook is set up.  

¶ Enable Excel SMS will enable you to send messages from Excel.  

2.2.3. About SMS reports 

See 5 Outlook SMS reports and analysis. 
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2.2.4. About Outlook SMS 

Use the About SMS dialog box to check for new versions of Outlook SMS. To do this, click Check for 
Latest Version. To close this dialog box, click OK.  

 

 

Figure 5 ςOutlook SMS toolbar 

 
Note: If you are having support issues, you should make a note of the version number before contacting 
Grapevine.  
 

3. Sending messages in Outlook SMS step-by-step 

3.1. Create an email message 

To send an email to one or more mobile phones as an SMS, follow the steps below:   
 

Step 1. On the Outlook SMS toolbar, click SMS .  
 

If you have not sent an email before, the Message Options dialog box will be displayed. If 
you have sent a message before but you want to change your email defaults, click SMS 
Options first to change your message options. See 2.2.2 About SMS Options.  
 

Step 2. In the Outlook Send SMS dialog box, in the To Χ field, type the recipient address in the 
following format:  

<mobile number>@<email domain> 
 

<mobile number> = the South African dialling code is set up in the SMS Options dialog box 
ŀƴŘ ǿƛƭƭ ǊŜǇƭŀŎŜ ǘƘŜ ȊŜǊƻ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘǎΩ ƳƻōƛƭŜ ǇƘƻƴŜ ƴǳƳōŜǊǎ 
<email domain> = is the email domain that you received by email when you were 
provisioned by Grapevine as an Affiliate, e.g. sms.vine.co.za 

 
Example: 0821234567@sms.vine.co.za 
 
Important: You can enter multiple recipient addresses, separated by commas.  
 
Alternatively, click the To... button and select recipients from your Outlook Address Book. 
You can select multiple recipients by pressing ctrl and selecting individual recipients.  
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Step 3. Type your SMS message in the body of the email.  
Note: The message must be equal to or less than 160 characters in length to fit into a single 
SMS message. 

 
Step 4. Click Message Options. In the Message Options dialog box, select a Do not deliver before 

date, if required. If you want to know when the recipient received your message, select the 
relevant check box.  

 

 

Figure 6  ς sending a message: email to SMS  

 

Step 5. To validate your recipient numbers, click Check Contacts . 

Step 6. Click Save  to save a draft of your message, or click Send  to send it 
immediately (unless you have selected to delay it in the Message Options dialog box above).  

 

3.2. Email receipt notification  

After sending your message you will receive an email receipt notification including the contents of the 
message you sent. You can also view the message you sent in the Sent messages folder in MS Outlook. It 
is recommended you create a new folder to store all the messages for a particular campaign.   
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Figure 7  ς email receipt notification 

 

3.3. Email reply 

After receiving a message, the recipient can reply to your message which you will receive as an email in 
your Inbox. The reply message will include the message you originally sent to the recipient. 
 

 

Figure 8  ς email receipt notification 

 

4. Logging in to the Outlook SMS Home web page 

Using the URL sent to you by Grapevine when you were provisioned on the system, log in to the Outlook 
SMS ŀǇǇƭƛŎŀǘƛƻƴΦ .Ŝƭƻǿ ƛǎ ŀ ŘƛŀƎǊŀƳ ƻŦ ŀ ŘŜƳƻ !ŦŦƛƭƛŀǘŜΩǎ Home page.  
 


























